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Dr. A. Biakov 
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Hr. D, Clean Sterile 
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1, there is forwarded herewith a copy of the Minutes of 
a conference held at the Baval CoMsunleatlons Annex by the 
Suboossaittee charged with the investigation of classification. 
Job description and related civilian personnel procedures at 
ether Government agencies. Additional agencies will be 
visited In the -future as t ime penal ts. 

8* Tour goanents and/or suggestions are desired. 
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fiwsmmcB o* m&om&i eussifxCATxos 

At MCA 6 January 19*7 



1. The eembers of fchs Subcommittee of Coordination Conti tto* 
for Classification and Vaco Administration of the Civilian Imploy- 
wmt Board net with Hiss McCabe ef 0p-20-N (a former Wave Officer 
in operation*) to discuss natters relating to Bevy method of 
Classification of civilian personnel, writing of Job description* 
and personnel procedures. Mies McCabe la the CXC of civilian per- 
sonnel at MCA. 



9. Those present frost ASA were* 



Mr. Marie Rhoads, Chairman 
Capt V. C. Yashcoo, Security Division 
Capt M, 8. Coombs, Operations Division 
Nr. A. tf. Pose ft a £> Division 



Marly in the discussion it became evident that the chief 
distinguishing factor between the 3av> organisation and the 
Arlington Ball organisation with respect to classification of per* 
sonnet was the statu* of the latter agency at a field service or* 
■Ant sat I on. This means that the channels through which Arlington 
Ball must go era more cumbersome than those at the Bevy. Acme 
discussion van given to a reason fSr Arlington Ball being classi- 
fied as a field service agency, since it Is within the area com- 
monly known as the Military District of Veshlngton. 



A, Kiss McCabe explained that 0p-20 -El Job description* Tor 
BP? personnel or vacancies that are desired are written by opera- 
tions personnel. The supervisor, for Instance, is charged with 
the responsibility of properly describing a Job under his super- 
vision, nropSFXy emphasising those functions that are important . 

Thus technical operational Jobs are described by technically trained 
^Mutations supervisors And put into final fora for allocation, as 
Apposed to the Arlington Hall situation wherein the Job analyst 
8b be less technically qualified to describe a technical Job pro- 
perly. The Arlington Ball analyst proper es the Job description 
through persona 1 interviews and with reference to e job description 
booklet. Once the Job description has been prepared in Operations 
Am tfee Bevy, it smses to Miss KoCebe who ehsoha it for form and 
ffiPiiihtation, and prepares it for the action of a Civil Servie o 
Board, which la a local board made up entirely of Operations per- 
IChhdl and presided over by the captain in com ma nd (Capt harper) 

Of the installation. The Chief of the Personnel Section, Hies 
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McCabe* tel« a* Secretariat to this Beard* The Board sxt alna s the 
descriptions at presented. Occasionally they ere referred back to 
oper etienel personnel tor additional lafomation. ftt Board la 
post careful to ellxiaete any superfluous or exaggerated inf crea- 
tion and seexs to taka per Ida la its record «ltb respect to passing 
oa only those Job descriptions that are adequate to tha needs of 
Civil Service* Fran the Board the Job goes to a Civil Service m- 
preaentetive who eons* out to Qp-2Q-S £ 'rex Bevy baadqvartora and 
Who baa tha authority to allocate the Job up to and including ?~6 
and CAF-13. Actually* tha job description any ba highly classified* 
This Civil Service repress ntatlva la cleared for tha vest highly 
•Xasalfiad da tail* that sight ooae about* and an extracted and un- 
aiaaaif lad vara ion of tha job daaeriptlon la prepared to sand to 
tha Civil Barviaa Coxsiselon* It say tall little or nothing other 
than to indicate tha alass or aorlaa that tha job ahould fit in* 
wince tha Civil Barvlaa raliaa antlraly upon their representative 
who vielte the agencies and is fanlliar with the xce t intixete 
workings of their organisations . * Jobs higher than F*6 or 0AF*13 
suet go to a higher echelon of Civil Bervlee whleh heretofore 
relied upon ita representative . 

5, hiss McCabe stated that a supervisor generally indicates 
to her the type of individual desired for the job and its grade* 

Aha consider* her organisation a service to Operations* and once 
a requirement is expressed by Operations* her position in life 
actus to be to bring about the desired end within the regulations 
set forth by Civil Service* 

6* Miss McCabe was asked about the basic organisation and how 
it had been set up. She explained that a fwrxar Civil Service 
personnel nan had turned up in naif erst in the Bevy and bad been 

S ven the Job of getting the descriptions going and ready for the 
itial allocation* She indicated that from tie* to tine a higher 
technical rating* eay a F4 for instance* is attached to a parti* 
eular job because of eenpetitien with ecxxercial flrss* If indi- 
viduals capable of doing the Job as expressed are unavailable* 
the general solution in such eases la to raxove certain of the 
tesponeiblUties frm the job* waking it a lover grade* for instance 
a F*3j thus waking it possible to take a recent university gra- 
ins to* hire bis at the lover grade* and give hta training so that 
he can grow into the lob* In the scant tae* the F4 description 
ml allocation are held in the file until such tins as the lndivl* 
dual is eapable of filling the petition* this Mans tbattwo job 
description* exist for a particular vacancy but only ene U used 
at one tine. This procedure la baaed an the theory that soxeone 
doing a portion of the work le batter than wo esse at all. 

values this is not the ease at ABB* It would eeea even acre lx* 
portent that the baeie series be wore clearly defined as was re* 
amended in the Bubecwxittee report previously submitted. 
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J . &»» McCabe was asked if she believed that in secretarial 

or# the job should, to * certain •stoat, reflect the echelon 
of the position! the t is, the place the position occupies In the 
organisational structure of the ageaey with which it la associated, 
for- example, • secretary in the Office of the Chief of Staff would 
carry wore responsibility than a like position in a unit, division, 
or section, therefore, a higher grade should ho assigned to the 
position for the additional responsibilities. Miss PfeCefco felt 
that this was exactly right and that in theory at least it eat 
practiced in the Savy. 

Z, tome time was given to the dlseuesion of the types of jobs 
in this particular Bevy organisation. Although Kiss McCabe indicated 
that they had both cryptographic and eryptamlytic functions, it 
turned out that vhat she had deemed to be cryptographic had to do 
with construction of analogs of foreign machines which In effeot 
were cryptographic machines hut actually were used for cryptanalytie 
purposes. This organisation had a separate and distinct function 
from that of Captain aafford** (0p-20 -Y) and Commander Seller*! 
people who do research and development (Fotoaac River Baval Commend) 
m construction of cryptographic equipment for use by the Savy.* 

Xt was revealed that generally in the professional category the 
Mavy breaks down into physicists, f-UvOj electrical engineers, 
f~ 840, and radio engineers, y~880j and of course the catch-all 
cryptographer, F-ljXS. 9nder this latter classification comes the 
usual conglomeration of cryptanalyst, crypto-mathematician, truffle 
analyst, and such* the few maintenance people that existed within 
this organisation as civilians are in W categories ae engineer 
aides, 

9* In response to an inquiry ae to vhat listing would be given 
an Individual who might have something to do with research and 
development on literal, facsimile, and speech equipment, both 
cryptographic end cryptanalytleal, It was Indicated that from the 
examples at band a radio engineer er electrical engineer fir a crypt* 
analyst might be in charge of any one of these operations under 
his basic series designation, for instance, the Analytical Machinery 
Research Section has a vacancy for a F-6, electrical anglater, £&C. 
the imdividusl filling the job has the local title of head of 
Analytical Machinery section and la a very capable physicist, Under 
that same section, the supervisor of project engineers is an elec- 
tries! engineer (mechanical), F-340, and his title Is supervisor 
of experimental design, and he is charged with the preparation of 
sm developments, allocation of new projects, development installa- 
tion, maintenance and training for all new equipment, modification 
of eld equipment, and adapting present equipment to new purposes. 



♦Subsequently Captain Bafford was contacted and supplied further 
information regarding positions in these sections which is 
attached as Fab A, 
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10, Miss McCabe indies ted that for the very few oi villains 
that ore employed within her organisation (total about >60) she 
Old not feel particularly interested In a separate designation 
for cryptologic engineers or In setting up the traffic analyst 
aeries for professional, sub -professional, clerical grades or ex- 
tending the cryptographic series to sub-professional and clerical 
grades, or even in creating a eryptanalytloal series for prefes- 
elonal and clerical grades, (Mete: there already is an 8? grade, 
cryptanalyst aide), She seamed content to let things pretty such 
as they were since at the present tine so may people are from the 
military, and in cases of emergency, a greater percentage would be 
military personnel. 

11, In response to a question regarding double time for 
experience in qualified individuals for Civil Service Jobs, it 

was stated that the Mavy gives double time in state professional and 
sub -professional jobs when the individual during hie Military 
carter had special experience In the partloular job at hand, hiss 
McCabe insisted that to do ether than this would be to sacrifice 
Invaluable experience gained during war -tine in the one of the 
very few organisations wherein experience elsewhere could not be 
gained at all, to do other than this would release people to in- 
dustry and leave the solitary without qualified personnel. $h* 
indicated that the dividing line between positions that should 
have double time and those that should not was a natter for indi- 
vidual consideration on individual Jobs based upon the knowledge 
Of the capabilities of the persons applying for the job. 

1£, mss McCabe des cribed a position under physical science 
administrative series 12&2 for an individual responsible for 
development and research and to take direction over all analytical 
physicist*, as thetas tic ians, radio and machine research. The job 
pee a f* 7 and was unfilled. She described another combination 
lob under the services and facilities section which would seem to 
fee somewhat equal to the Chief of our Laboratory Service Branch, AS- 75, 
at responsible for processes, job maintenance, storage, drafting, 
library and museum. The Job is presently held by a levy Lieutenant. 

13* Asked if the Mary had something similar to the MOB numbers 
used in the Army, Miss McCabe indicated that none such existed in 
the Kavy. Generally, the Mavy personnel at Communications Annex 
cannot indicate what they have been doing when they leave, although 
they have a sheet of paper in their possession that tells that they 
did their Jobs very well. Captain Washeoe indicated that in many 
cases the MOS does not reflect the capabilities of any individual, 
since a commander can assign an individual to a position regardless 
et previous experience, for example, an KC£ 960> (Cryptographic 
Officer, Equipment) is generally ea individual familiar with all 
cryptographic devices or the Army from an engineer, maintenance, 
and operation standpoint. At on* point during the war, in order 
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to keep JjBH officers from leaving the Agency, MOS number p60> vac 
assigned willy-nilly to all off leave 1 a that category, even though 
they knew but one item of equipment, ease piece or ease group of 
KMi machinery. mac McCabe indicated that for progress in the ranks 
on any job in the Bevy, individual* oust pass an examination* 

it, ft vao explained that of the ?6o people carried at the 
Agency, four people handled personnel activities* true, there Is 
a clerk in each of the sections, and down in the Aavy headquarters 
a chief clerk is bonded to sake up payrolls and such* but per- 
sonnel affairs for the group are handled by this small organisa- 
tion. Xt vas also pointed out that transition problems between 
military and civilian personnel sections were simple because both 
were under one head* 

15* the Arms Security Agency representatives were unanimous 
in feeling that ftavy personnel matters were being handled very 
well in what could be seen during the two-hour conference. 

16. Miss McCabe indicated that instead of trying to narrow 
job descriptions to reflect specific functions on specific jobs, 
generally the RCA policy was to try to broaden the descriptions 
within the Agenoy so that as the tools of the problems changed a 
person could change from one type ef aetlvity to another without 
being bound by two Specific a job description* She admitted that 
the aavy always adhered to the normal Civil Service routine, but 
she also admitted that such a procedure might not work too well 
in the field service agency unless the agency were to come under 
Schedule 8. 

IT* In conclusion it was evident that (a) this part of the 
Wavy does not have many of the same problems as ASA because of the 
fact that it Is not a field serviee agency and because it has 
Schedule B, and is therefore not faced with the problems of having 
Individuals monitored to itj (b) so few civilians make up this 
particular operational unit that there are not enough in any given 
series to cause the confusion that twists at Arlington Mail from 
having cryptographic clerk titles assigned to everyone from a 
typist to a traffic analyst 1 (c) the Mavy feels that its operational 
job la the reason for its existence— note that the highest ranking 
officer in the levy bears the title "Chief ef Bevel Operations". 
Personnel and supply activities are services to further the ends 
Of the operational people* The personnel organisation particularly 
exists only to wske possible the activities of operations within 
the regulated framework of civil service * (d) the Vavy is aiming 
for a sameness of standard as to job description with a flexibility 
within a Job description which Is required by the changing times | 
and (a) Mias McCabe agreed with members of the ABA group that 
Civil Service would probably be responsive to suggestions for 



£ 



REF ID:A66619 



changes Vhioh have become necessary because of the progress and 
the rapid advance in the cryptographic art. Bovever, vith her 
snail organisation she felt she could carry on with what already 
existed In the vay the series titles are nov described. She 
admitted the faults of the descriptions, particularly the samples 
read by Captain Vasheoe* She indicated that the operations people 
irtre highly di satisfied with the job descriptions furnished in the 
standard manuals , but she felt that she vac able to adequately 
describe a job in the operations section by having the operations 
people vrite the jobs and because of their excellent relation- 
ship with the Civil Service representative, she use able to have 
proper grades assigned to those jobs In an expeditious manner. 

18. The meeting adjourned with the statement by Mr. Rhoads 
that he vould endeavor to make arrangements to have a similar 
conference vith a person In a similar position vith Captain Smith 
or Commander Seller*# group (see footnote on page 2 and Tab A). 



1 Incl 
Tab A 



MARK RHOADS 
Chairman 



